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This article will go over how to order a background check for any account. 


If your account has access to send out the Online Consent Form, please see this article for the 
steps 


Forms 


You will need to collect the applicant's consent and information before you are able to order a 
background check 


If you do not already have a consent form on file to have the applicant fill out, we have paper 
forms available inside of your account. 


e When you first log into the account, you will be taken to our Home Page 
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Notifications 


You have no new notifications. 


Resources 
B 
| 
Compliance Documentation 
Release Notes User Guide View Acts, Laws, and Notices > 
View Recent > View pdf > View Forms and Documents > 
View Other Documents > 
Support 
E Contact Us 
Help Center Billing 
1-800-319-5581 
View help articles > Update my billing information > 


Available 8AM-5PM EST, Weekdays 


e Go to the Compliance Documentation card and click the link for "View Forms and Documents 


e Select the "Standard FCRA Disclosure and Authorization Form". Applicants will use this to 
give their consent to have the background check ordered on them. This form is meant as a 
template. We recommend you seek legal counsel prior to using the template for your 
organization. 


Applicant Detail Page 


Once you have the consent form and the applicant's information, you are able to order the 
background check inside your account 
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Home 


Background Checks 
Pipeline 

Pending Complete Due for Rescreen Rescreened Archive 
Background Checks 

Department 

Child Safety Training Q Search by last name Q Search by reference All 
Reports First Name Last Name Date Added Department Position 
Imports Jan Smith 04/26/2016 Administration Records ... 
Safety Rocket David Parks 03/11/2015 Finance Auditor 


COLLAPSE 5 Show: 100 v 


https://support.protectmyministry.com/hc/en-us/articles/440765796456... 


Options by Statet [7 | + Background Check 


v [& csv } [& xs ) | © Columns 


Reference Authorization Recommendation 


Completed 


None on File 


Showing 


e Click on the + Background Check button in the top right after clicking on the Background 


Checks menu 


€D Basic Information — 


Background Check Order 


Basic Information 


*indicates a required field 


Position* 
v 
Full Legal Name 
First Name* Middle Name 


No Legal Middle Name 


+ Add Other Aliases e.g. Maiden Name © 


Social Security Number* 


Date of Birth* 


Choose Searches 


= 


Order Summary 


ast Name* 
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e Enter in the applicant's information 


e Everything with an asterisk * is required information 


e Click on the Next button 


Order Screen 


Choose Searches Order Summary 
Background Check 
Test 
Billing Reference for this order* 
Applicant 
v 
02/08/1998 
What searches do you want to order for this applicant?* 
View options by state 7 
Select a predefined package 
Select searches from an ala carte list Background Check 
Would you like to run searches on all aliases (maiden name)? 
Additional charges applies to all court searches. Next 


Search aliases 
Cancel 


Training 
Please select the type of training you'd like to add to this order: 
Employee © 


Spanish © 


Volunteer 


| do not wish to add training to this order 


e Billing Ref - If you have Billing References set up, you are able to choose which Reference to 
assign to this applicant 


e Package - Types of background checks that you are able to order 


e A La Carte - With the A La Carte, you are able to select any individual services under this 
menu 
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e Search aliases (Maiden Name) - If your applicant has an additional name and you are 
ordering the Plus package, the only way for the county or state court to look for any records 
under that additional name is if you have this checked off 


e This AKA search is $10.50 for any additional names, plus any mandatory county or state 
fees if any 


Order Training 


Only available for Bundle 1 and higher 


e Under the packages, there will be an option to send out the Child Safety Training link to the 
applicant 


Criminal Search (County or Statewide) 


If you are ordering the Plus package or a search that includes a county or statewide search, the 
next page will allow you to choose the Statewide search or the County search 


Background Check Order 


Criminal Search - Statewide 


+ Add State Search 


Criminal Search - County 


+ Add County Search 


Find County 


: 2 i Bd 


ATTENTION: Please note that additional searches have a la carte service fees, up to $10.50 for each jurisdiction, regardless of whether or 
not there are any additional mandatory fees. 
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e Click the + Add State Search or t+ Add County Search to select the State or County and State 
to search. 


e If a complete address was entered in the applicant profile, the State and County fields will be 
populated for you. 


e You are still able to change the State and County fields if needed. 


e If another County or State search is needed, click the + Order State Search or + Order County 
Search to make additional selections. 


e Note: Any additional County or Statewide search will be an additional cost. 


e When you have the County or State selected, you will need to click on the Next button 
Summary Page 


The last page will be the Summary Page to review your order 
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Background Check Order 


Order Summary 


Applicant 


Jan Smith 01/01/1971 #4548111] 


Order Details 


Background Check 


PLUS 
e Criminal Search (County or Statewide) 
FL 
e National Combo Search 


Fair Credit Reporting Act - Client Certification 


By requesting a background check report from Protect My Ministry you certify the following: 

e You have provided the job applicant/volunteer with a clear and conspicuous disclosure advising them that a 
background check report may be obtained for employment/volunteer purposes and have received their 
authorization to obtain the report; 

e You will comply with any adverse action requirements as described in the Fair Credit Reporting Act, if applicable 
(15 U.S.C. §§ 1681b(3) and 1681m(a)); and 

e You will not use information contained in the background check report in violation of any applicable Federal or 
State equal employment opportunity law or regulation. 


Click here to certify that you have secured authorization and will adhere to these legal requirements 


If you ordered a Statewide, County, and/or MVR search, additional fees may apply. 


e Make sure to click on the checkbox next to "Click here to certify that you have secured 
authorization and will adhere to these legal requirements". 


e This confirms that you have the applicant's consent form. 


e When the report is ordered, you will get a success page 
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Success! 


Your order has been submitted. Please allow up to 3 business days for your report to complete. 


Background Check Order Status 


Jan Smith 01/01/1971 #4581111 R Pending 


Was this article helpful? sf "@ 0 out of 1 found this helpful 


Have more questions? Submit a request 


Comments 


0 comments 


Article is closed for comments. 


Articles in this section 
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Protect My Ministry Ministry Mobilizer User Guide 
Sending Out the Online Consent Form Link 
Order a New Background Check 
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Stages 

Assign Applicants to a Stage 

How to Create Departments and Positions 


Stock Questions 


See more 
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